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General
1. GENERAL

1.1 Purpose. This supplement establishes Bureau guidelines concerning the use and control
of the related areas of contracting for advisory and assistance services obtained from outside
individuals and organizations by Bureau contracting activities (see 19 BIAM Chapter 18 for
basic policy). Previously called consulting services and management services and studies,
the term had encompassed all contracts for which the end product was purely advice related
to Government administrative and/or management systems. This instruction applies to the
acquisition of cited studies/services throughout the Bureau, regardless of the dollar amount
involved, and may require Departmental-level review and approval for such acquisition
requests and contracts.

1.2 Authority.

A. The Interior Departmental Manual (365 DM 1) and the Interior Acquisition
Regulations (Subpart 1437.2) provide the basic organizaiion of advisory and assistance
services contracts. Reference is also provided in 19 BIAM Supplement 17, Contract
Acquisition Lead-time.

1.3 Applicability.

A. "Advisory and Assistance Services" includes those services acquired from non-
governmental sources to support or improve agency policy development, decision-making,
management, and administration or to support or improve the operation of management
systems. These services include requirements not only for individual experts and
consultants, but also: (1) studies, analyses, and evaluations, (2) management and professional
support services, and (3) engineering and technical services. These services are normally
provided by persons/organizations generally available within the Bureau. The form of
compensation is irrelevant to the definition.

(1)  Advisory and Assistance services can be acquired by:

(@)  Procurement contract, under Federal Acquisition Regulation
(FAR) Subpart 37.2 and Department of the Interior Acquisition Regulation (DIAR) Subpart
1437.2;

(b) Personnel appointment for consultant services as defined in the
Federal Personnel Manual, Chapter 304; and

©) Membership in Advisory Committees.
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(2)  Advisory and Assistance Services may take the form of information,
advice, opinion, alternatives, conclusions, recommendations, training, or direct assistance.
The term includes:

@) Services of individual experts and consultants (independently or
assembled into panels or committees).

(b) Studies, analyses, and evaluations providing analytic assessments
or insights.

(c) Management and professional support services.
(d) Engineering and technical services.
B. Such services are subject to this supplement if their purpose is to provide:
(D) Information, opinions, advice or recommendations to:
) Enhance understanding of complex issues, or

(b)  Improve the quality and timeliness of policy development or
decision-making.

2) Advice, training, or assistance to ensure more efficient or effective
operations of:

(a) Organizations or managerial, administrative, or related systems.

(b) Existing hardware platforms and associated software (including
maintenance).

3) Advice of experts or citizens in developing or implementing
Government programs.

C. Examples of the types of services which are “advisory and assistance services"
as the term applies to the Bureau of Indian Affairs, are as follows:

(1 Advice on or evaluation of agency administration and management such
as:

(a) Organizational structures.
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(b) Reorganization plans.

©) Management methods and procedures.

(d) Records and file organization.

(e) Discriminatory labor practices.

® Internal policies, directives, orders, manuals, and procedures.

(g) Management information systems (unless considered ADP/T
support services subject to FIRMR).

?) Advice on or evaluation of program management, plans, priorities or
directions.

3) Advice/development of acquisition or assistance agreement strategies.

“4) Legal analysis and interpretations of program statutes, regulations or
enforcement activities (includes Expert Witness contracts; excludes routine legal services).

(5) Evaluation of technical or cost proposals, whether solicited or
unsolicited acquisitions or assistance.

(6) Economic impact studies.
@) Mission and program review or analysis.

®) Training (excluding training in use of newly delivered
hardware/software system, training to maintain skills necessary for normal operations; and
training on any subject when obtained within DOI or from another Federal agency).

D. Examples of the types of services which are not “advisory and assistance
services" and are excluded from A-120 are as follows:

(D Awards under the authority of P.L. 93-638 as amended by P.L. 100-
472.

2) Architectural and engineering services, including construction
management services.

3) Engineering studies related to existing or proposed systems. - -
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@) ADP/Telecommunications controlled by 41 CFR Part 201, the Federal
Information Resources Management Regulation (FIRMR).

5) Technical services on hardware systems provided before system
acceptance or obtained to increase design performance capabilities of new or existing
systems.

(6)  Technical representative services by the designer or producer of
hardware items integral to development, production or operational support activities.

()  Daily operation of facilities and their related functions.
®) Services integral to the operational support of an existing system.

©) Basic operation contracts for Government-owned, contractor operated
facilities.

(10)  Routine actuarial, auditing and accounting services (example:
Independent audit of in-house performance cost estimate under an A-76 cost comparison
study.)

E. Advisory and assistance services will not be used in performing work of a
policy, decision-making or managerial nature which is the direct responsibility of Bureau
officials.

1) Advisory and assistance services will normally be obtained only on an
intermittent or temporary basis. Repeated or extended arrangements are not to be entered
into except under extraordinary circumstances.

2) Former Government employees, per se, will not be given preference in
advisory and assistance services arrangements.

3) Advisory and assistance services will not be used under any
circumstances to specifically aid in influencing or enacting legislation.

(4)  Advisory and assistance services will not be used to bypass or
undermine personnel ceilings, pay limitations, or competitive employment procedures.

o) Advisory and assistance services will not be used to obtain professional
or technical advice which is readily available within the Bureau or other Interior Bureau or
Federal agency. -
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©) Grant and cooperative agreements will not be used as legal instruments
for advisory and assistance service arrangements.

F. The contracting officer shall be responsible for determining whether and
Acquisition Request (AR), regardless of dollar value, is for advisory and assistance services.
The reviewing contracting officer shall also ensure that the applicable provisions of 19 BIAM
Supplement 18 have been adhered to and that required documentation is complete and
included in the AR and official contract file. (See 365 DM 1.3D).

14 Discussion. This directive shall be implemented by the Bureau to ensure higher
executive level review and approval of acqui-it'on requests and contracts for the cited
studies/services. Studies/services providing. - .-itractor advisory and assistance services
should not be confused with Commercial or i:dustrial (C/I) Activities Program services
described in OMB Circular A-76. (See 403 DM 1-11, and 19 BIAM Supplement 15).

A. This supplement applies to the acquisition by purchase order or contract of the
cited studies/services of a professional nature, involving the performance of services and
studies, preparation of reports or internal documentation, or development of integrated
support plans.

B. This supplement does not apply to the acquisition of services, such as custodial
services, or services directly related to manufacture, repair, or maintenance of hardware.
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2. PROCEDURES

2.1  General. Before initiating any Acquisition Request (AR), (new purchase order,
contract, or modification) for the cited studies/services, the initiator shall analyze the
requirement and available Bureau resources and determine that the requirement cannot be met
with in-house resources; and the requirement cannot be met by the use of other Bureau or
Departmental resources, including field activities. Support services to be provided to Bureau
Central Office elements shall not be passed to Bureau field activities solely for acquisition
action; and, sufficient control mechanisms will be applied in contract performance to ensure
that essential management control of the activity will be retained by the Bureau.

2.2  Application. Requirements for the cited studies/services should be identified,
documented and approved as early in the acquisition process as feasible, preferably in
conjunction with the program manager’s budget development. Not all such cited
studies/services requirements can be forecast well in advance and such requirements may
develop at any time during the acquisition process. In any event, approval of contracting-out
to meet such a requirement shall be requested as soon as the requirement is identified.

A. The Requirements Determination shall be documented utilizing the form BIA
1915, Determination to Contract for Advisory and Assistance Services, (Illustration 2) to be
included as a part of the Acquisition Request (AR) where such cited studies/services are a
part or purpose of the purchase order or contract. Contractor-support shall be utilized in
those instances where the task to be performed involves the application of cited
studies/services skills not possessed in-house and which would not be economical or feasible
to develop.

B. Acquisition Requests (AR’s) for the cited services/studies require the following
approval levels:

(1) Less than $25 thousand are to be approved by the Chief of the Contract

Office, except during the fourth quarter when approval is by the Deputy Commissioner of
Indian Affairs.

2) In excess of $25 thousand and less than $100 thousand are to be
approved by the Deputy Commissioner of Indian Affairs, except during the fourth quarter
when approval is by the Chief, Division of Property Management and Acquisition.

(3)  In excess of $100 thousand and less than $1 Million are to be approved

by the Chief, Division of Property Management and Acquisition, except during the fourth
quarter when approval is by the Assistant Secretary - Policy, Management and Budget.
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(4)  In excess of $1 Million are to be approved by the Assistant Secretary -
Policy, Management and Budget, except during the fourth quarter when approval is by the
Under Secretary.

All materials required by 365 DM Part 1.6, 1.7, 1.9 and this supplement shall

be prepared and forwarded by the servicing contracting officer and line official to the
Division of Contracting and Grants Administration (central office) for initial review when
signature is above the level of the chief of the contract office.

2.3 Responsibilities.

A. The Deputy Commissioner of Indian Affairs is responsible for coordinating the
control procedures of the program, budget, contracting, and personnel offices.

B. The program manager is responsible for:
(1) Planning and Identification. The program manager is responsible for

identification of requirements for Advisory and Assistance Services as early as possible.
Two such advance planning opportunities are as follow.

@) Budget cycle. Requirements for Advisory and Assistance
Services that are anticipated to exceed $25,000 are to be planned 2 years in advance of
requirement (per 365 DM 1.2E).

(b)  Advance Acquisition Plans. Requirements for Advisory and
Assistance Services, regardless of amount, must be submitted to the contracting officer prior
to the beginning of the Fiscal Year.

2) Preaward Support. The program manager is responsible for --

(@) Developing a detailed statement of work and the Determination
to Contract for Advisory and Assistance Services in accordance with 365 DM 1.6A(2). The
requirements for the development of the statement of work and establishment of payment
provisions and prior approval by the contracting officer are applicable even though the
Bureau may be entering into an Interagency Agreement to obtain the Advisory and Assistance
Services (see 365 DM 1.3B).

(b) Nominating a contracting officer’s representative (COR) with
sufficient knowledge and skills to competently perform the technical contract administration
duties.
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3) Postaward Support. Upon completion of the contract, the program
manager is responsible for preparing the Notification of Completion per 365 DM 1.8 and
submitting it to the contracting officer within 30 days after completion.

C. The contracting officer’s representative is responsible for:

(1) Contract Administration. The appointed COR is responsible for
performing (in a proper manner) those technical contract administration duties identified in
365 DM 1.6C as delegated to him/her by the Contracting Officer. The COR must have an
intimate knowledge of the contract requirements and all materials required by 365 DM Part
1.6, 1.7, 1.9 and this supplement and shall have the technical expertise necessary to assess
the contractor’s performance and recommend acceptance or rejection of the deliverables.

D. The contracting officer is responsible for:

¢)) Planning and Technical Assistance and Advice. The contracting officer
is the chief contact for the program manager to seek a determination as to whether a
proposed requirement falls within the definition of Advisory and Assistance Services. The
contracting officer is responsible for providing program managers with assistance and advice
regarding matters such as the need for an Advance Acquisition Plan, the scope and detail
necessary in the statement of work, development or evaluation criteria, etc.

2) Preaward Support. The contracting officer has primary responsibility
for reviewing the Determinations to Contract for Advisory and Assistance Services for
conformance to 365 DM, concurring with valid, properly documented determinations and
forwarding the determinations through the area office senior contract specialist to the
Division of Contracting and Grants Administration. The contracting officer is responsible
for rejecting improper and/or deficient determinations. The contracting officer is also
responsible for reviewing and approving statements of work and payment provisions
contained in Interagency Agreements even though the Advisory and Assistance Services are
obtained through another government agency.

3) Contract Award. The contracting officer is responsible for awarding a
contract in accordance with the FAR, other applicable regulations, and within their warrant
authority. The contracting officer is responsible for ensuring that Advisory and Assistance
Services contracts contain provisions that allow the Government to adequately monitor and
administer the contract.

4) Contract Administration and Reporting. The contracting officer is
responsible for complying with reporting and verification requirements as stated in this
supplement. The contracting officer is responsible for insuring that CAAS actions are

19 BIAM, Supp. 18, Release 2, 10/30/92




19 BIAM SUPPLEMENT 18 2.3D(5)

CONTRACTING FOR ADVISORY AND ASSISTANCE SERVICES
Procedures

correctly coded as Advisory and Assistance Services when awards are reported to the Interior
Procurement Data System (IPDS). For actions over $25,000, this information is Block 26 of
the DI-1940, Individual Contract Action Report (ICAR). Actions are coded as Advisory and
Assistance Services if the contracting officer has determined that the OMB Circular A-120
applies, whether or not the action is exempt from the approval process. The contracting
officer is responsible for the form’s accuracy and forwarding two copies of the signed form
and Request for Approval to the Division of Contracting and Grants Administration within 5
days after contract/modification award. One copy of the signed form must be retained in the
official contract file.

o) Oversight. Contracting Officers reviewing contract operations are
responsible for performing detailed reviews (e.g. Acquisition Management Reviews) of all
contracts for Advisory and Assistance Services and reporting deficiencies accordingly.

E. The Division of Contracting and Grants Administration is the management
control point for Advisory and Assistance Services, and has the foilowing responsibilities:

1) Planning. The Division of Contracting and Grants Administration is
responsible for verifying the projected list of Advisory and Assistance Services projects
compiled by the Budget Officer prior to the budget data being sent to the Department.

2) Preaward Support. The Division of Contracting and Grants
Administration is responsible for reviewing and concurring (if appropriate) with
Determinations to Contract for Advisory and Assistance Services. The division is
responsible for forwarding subject requests for higher level review and approval in
accordance with the approval levels identified in 365 DM 1, Appendix 1.

3) Reports, Verifications and Reconciliations. The Division of
Contracting and Grants Administration is responsible for forwarding copies of
determinations, signed at the Bureau level, along with a signed hard copy of the ICAR as
reported to the Interior Procurement Data system, to the Department within 10 days of
contract/modification award (per 365 DM 1.2E). The division is also responsible for
forwarding written reports to the Department; receiving and coordinating responses to the
Department based on reconciliations performed by the Budget office and verifications made
by the area contracting offices.

4 Oversight. The Division of Contracting and Grants Administration is
responsible for reviewing reports (e.g., Acquisition Management Review) relative to
Advisory and Assistance Services contracts, identifying deficiencies, and implementing
corrective action(s) as necessary.
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E. The budget officer is responsible for:

(1) Planning. The budget officer is responsible for requesting and
compiling budget projections which include a special line item for Advisory and Assistance
Services; coordinating these projected requirements through the Division of Contracting and
Grants Administration.

2) Reports, Verifications and Reconciliations. The budget officer is
responsible for reconciling contract awards for Advisory and Assistance Services with budget
projections and reporting such reconciliation to the Division of Contracting and Grants
Administration within the prescribed deadlines.

F. The Bureau of Indian Affairs Personnel Officer is responsible for providing
any necessary instructions for obtaining advisory and assistance services by personnel
appointment in accordance with 370 DM 304 and for compliance with required personnel
data file reports.
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U.S. Department of the Interior
Bureau of Indian Affairs

CONCEPTUAL STRUCTURE FOR CONTROLLING AND BALANCING
CONTRACTOR SUPPORT SERVICES WHEN CONTRACTING FOR
ADVISORY AND ASSISTANCE SERVICES

The following model meets the intent and requirement of Supplement 18 for control systems
which ensure:

(1)  Appropriate requirements reviews for the cited services.
) In-house/contractor balance and control of professional support resources.

Requirements for the cited services, regardless of dollar value, shall be reviewed generally as
outlined below.

A. Requirements Determination. The decision to acquire the cited services through the
services of a contractor is reached through a series of considerations. First, the requiring
program manager determines that the work will not be done within the office. In
determining means for accomplishing the required tasks, the program manager must balance
current and projected workload against resources available from within the Bureau and the
Department, and from potential contractors.

B. Determination Review. A program manager’s determination to accomplish work for
the cited services is initially reviewed by a higher level authority which includes the
examination of:

(1)  Justification for use of contractor-provided advisory and assistance services as
provided in Illustration 2, of this supplement as part of the Acquisition Request (AR).

2) Statement of Work (SOW) and AR to ensure that it is clear, explicit, and
specific as to deliverables.

(3)  The potential for organizational or personal conflict of interest by the proposed
contract.

C. Approvals. Bureau initiators of Determinations to Contract for Advisory and
Assistance Services shall obtain approval/disapproval in accordance with item D. (Schematic
Summary).

D. Schematic Summary. The following flow chart summarizes the procedural model for
controlling and balancing contractor support services for advisory and assistance services in
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support of Bureau programs and other mission elements.

SCHEMATIC SUMMARY

19 BIAM Supp. 18
Iustration 1
Page 2 of 2 pages

APPROVAL LEVELS FOR ADVISORY AND ASSISTANCE SERVICES

QUARTERS 1, 2, AND 3 OF FY

Acquisition Requests
and Purchase Orders

UNDER $25,000:
Program Manager

Concurrence

N/A

Approving Official

Chief of Contract Office

OVER $25,000 UNDER $100,000:
Program Manager
Chief of Contract Office

Chief, Division of
Contracting and Grants
Administration

Deputy Commissioner
of Indian Affairs

OVER $100,000 UNDER $1M:
Program Manager
Chief of Contract Office

Deputy Commissioner
of Indian Affairs

Chief, Division of Property
Management and Acquisition

OVER $1 MILLION:
Program Manager
Chief of Contract Office

Chief, Division of
Property Management and
Acquisition

Assistant Secretary -
Policy, Management and
Budget

APPROVAL LEVELS FOR ADVISORY AND ASSISTANCE SERVICES

QUARTER 4 OF FY

Acquisition Requests
and Purchase Orders

UNDER $25,000:
Program Manager
Chief of Contract Office

Concurrence

Chief, Division of
Contracting & Grants
Administration

Approving Official

D, E————,—————————

Deputy Commissioner
of Indian Affairs

OVER $25,000 UNDER $100,000:
Program Manager
Chief of Contract Office

Deputy Commissioner
of Indian Affairs

Chief, Division of Property
Management and Acquisition

OVER $100,000 UNDER $1M:
Program Manager
Chief of Contract Office

Chief, Division of
Property Management and
Acquisition

Assistant Secretary -
Policy, Management and
Budget

OVER $1 MILLION:
Program Manager
Chief of Contract Office

Assistant Secretary -
Policy, Management and
Budget

UNDER SECRETARY
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General
. 1. GENERAL

1.1 Purpose. This supplement establishes Bureau guidelines concerning the use and control
of the related areas of contracting for advisory and assistance services obtained from outside
individuals and organizations by Bureau contracting activities (see 19 BIAM Chapter 18 for
basic policy). Previously called consulting services and management services and studies,
the term had encompassed all contracts for which the end product was purely advice related
to Government administrative and/or management systems. This instruction applies to the
acquisition of cited studies/services throughout the Bureau, regardless of the dollar amount
involved, and may require Departmental-level review and approval for such acquisition
requests and contracts.

1.2 Authority.

A. The Interior Departmental Manual (365 DM 1) and the Interior Acquisition
Regulations (Subpart 1437.2) provide the basic organization of advisory and assistance
services contracts. Reference is also provided in 19 BIAM Supplement 17, Contract
Acquisition Lead-time.

1.3 Applicability.

A. “Advisory and Assistance Services" includes those services acquired from non-
governmental sources to support or improve agericy policy development, decision-making,
management, and administration or to support or improve the operation of management
systems. These services include requirements not only for individual experts and
consultants, but also: (1) studies, analyses, and evaluations, (2) management and professional
support services, and (3) engineering and technical services. These services are normally
provided by persons/organizations generally available within the Bureau. The form of
compensation is irrelevant to the definition.

1) Advisory and Assistance services can be acquired by:

@) Procurement contract, under Federal Acquisition Regulation
(FAR) Subpart 37.2 and Department of the Interior Acquisition Regulation (DIAR) Subpart
1437.2;

(b)  Personnel appointment for consultant services as defined in the
Federal Personnel Manual, Chapter 304; and

©) Membership in Advisory Committees.
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2) Advisory and Assistance Services may take the form of information,
advice, opinion, alternatives, conclusions, recommendations, training, or direct assistance.
The term includes:

(a) Services of individual experts and consultants (independently or
assembled into panels or committees).

(b) Studies, analyses, and evaluations providing analytic assessments
or insights.

(c) Management and professional support services.
(d) Engineering and technical services.
B. Such services are subject to this supplement if their purpose is to provide:
¢S] Information, opinions, advice or recommendations to:
(a) Enhance understanding of complex issues, or
(b) Improve the quality and timeliness of policy development or

decision-making.

;e

~

?) Advice, training, or assistance to ensure more efficient or effective
operations of:

() Organizations or managerial, administrative, or related systems.

(b) Existing hardware platforms and associated software (including
maintenance).

3) Advice of experts or citizens in developing or implementing
Government programs.

C. Examples of the types of services which are "advisory and assistance services”
as the term applies to the Bureau of Indian Affairs, are as follows:

1) Advice on or evaluation of agency administration and management such
as:

@) Organizational structures.
19 BIAM, Supp. 18, Release 2, 10/30/92
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(b) Reorganization plans.

() Management methods and procedures.

(d) Records and file organization.

(e) Discriminatory labor practices.

63 Internal policies, directives, orders, manuals, and procedures.

(g) Management information systems (unless considered ADP/T
support services subject to FIRMR).

2 Advice on or evaluation of program management, plans, priorities or
directions.

. 3 Advice/development of acquisition or assistance agreement strategies.

“4) Legal analysis and interpretations of program statutes, regulations or
enforcement activities (includes Expert Witness contracts; excludes routine legal services).

5) Evaluation of technical or cost proposals, whether solicited or
unsolicited acquisitions or assistance. -

©6) Economic impact studies.
@) Mission and program review or analysis.

€] Training (excluding training in use of newly delivered
hardware/software system, training to maintain skills necessary for normal operations; and
training on any subject when obtained within DOI or from another Federal agency).

D. Examples of the types of services which are not "advisory and assistance
services" and are excluded from A-120 are as follows:

(1)  Awards under the authority of P.L. 93-638 as amended by P.L. 100-
472,

(2)  Architectural and engineering services, including construction

‘ management services.

3) Engineering studies related to existing or proposed systems.
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19 BIAM SUPPLEMENT 18 1.3D(5)

CONTRACTING FOR ADVISORY AND ASSISTANCE SERVICES
General

“) ADP/Telecommunications controlled by 41 CFR Part 201, the Federal
Information Resources Management Regulation (FIRMR).

(5)  Technical services on hardware systems provided before system
acceptance or obtained to increase design performance capabilities of new or existing
systems.

©6) Technical representative services by the designer or producer of
hardware items integral to development, production or operational support activities.

(7)  Daily operation of facilities and their related functions.
) Services integral to the operational support of an existing system.

©) Basic operation contracts for Government-owned, contractor operated
facilities.

(10)  Routine actuarial, auditing and accounting services (example:
Independent audit of in-house performance cost estimate under an A-76 cost comparison
study.)

E. Advisory and assistance services will not be used in performing work of a
policy, decision-making or managerial nature which is the direct responsibility of Bureau
officials.

(1) Advisory and assistance services will normally be obtained only on an
intermittent or temporary basis. Repeated or extended arrangements are not to be entered
into except under extraordinary circumstances.

) Former Government employees, per se, will not be given preference in
advisory and assistance services arrangements.

3) Advisory and assistance services will not be used under any
circumstances to specifically aid in influencing or enacting legislation.

“) Advisory and assistance services will not be used to bypass or
undermine personnel ceilings, pay limitations, or competitive employment procedures.

(5)  Advisory and assistance services will not be used to obtain professional
or technical advice which is readily available within the Bureau or other Interior Bureau or
Federal agency.
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(6) Grant and cooperative agreements will not be used as legal instruments
for advisory and assistance service arrangements.

F. The contracting officer shall be responsible for determining whether and
Acquisition Request (AR), regardless of dollar value, is for advisory and assistance services.
The reviewing contracting officer shall also ensure that the applicable provisions of 19 BIAM
Supplement 18 have been adhered to and that required documentation is complete and
included in the AR and official contract file. (See 365 DM 1.3D).

1.4  Discussion. This directive shall be implemented by the Bureau to ensure higher
executive level review and approval of acquisition requests and contracts for the cited
studies/services. Studies/services providing contractor advisory and assistance services
should not be confused with Commercial or Industrial (C/I) Activities Program services
described in OMB Circular A-76. (See 403 DM 1-11, and 19 BIAM Supplement 15).

A. This supplement applies to the acquisition by purchase order or contract of the
cited studies/services of a professional nature, involving the performance of services and
studies, preparation of reports or internal documentation, or development of integrated
support plans.

B. This supplement does not apply to the acquisition of services, such as custodial
services, or services directly related to manufacture, repair, or maintenance of hardware.

s
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2. PROCEDURES

2.1  General. Before initiating any Acquisition Request (AR), (new purchase order,
contract, or modification) for the cited studies/services, the initiator shall analyze the
requirement and available Bureau resources and determine that the requirement cannot be met
with in-house resources; and the requirement cannot be met by the use of other Bureau or
Departmental resources, including field activities. Support services to be provided to Bureau
Central Office elements shall not be passed to Bureau field activities solely for acquisition
action; and, sufficient control mechanisms will be applied in contract performance to ensure
that essential management control of the activity will be retained by the Bureau.

2.2  Application. Requirements for the cited studies/services should be identified,
documented and approved as early in the acquisition process as feasible, preferably in
conjunction with the program manager’s budget development. Not all such cited
studies/services requirements can be forecast well in advance and such requirements may
develop at any time during the acquisition prucess. In any event, approval of contracting-out
to meet such a requirement shall be requested as soon as the requirement is identified.

A. The Requirements Determination shall be documented utilizing the form BIA
1915, Determination to Contract for Advisory and Assistance Services, (Illustration 2) to be
included as a part of the Acquisition Request (AR) where such cited studies/services are a
part or purpose of the purchase order or contract. Contractor-support shall be utilized in
those instances where the task to be performed involves the application of cited
studies/services skills not possessed in-house and which would not be economical or feasible
to develop.

B. Acquisition Requests (AR’s) for the cited services/studies require the following
approval levels:

) Less than $25 thousand are to be approved by the Chief of the Contract
Office, except during the fourth quarter when approval is by the Deputy Commissioner of
Indian Affairs.

2) In excess of $25 thousand and less than $100 thousand are to be
approved by the Deputy Commissioner of Indian Affairs, except during the fourth quarter
when approval is by the Chief, Division of Property Management and Acquisition.

(3)  In excess of $100 thousand and less than $1 Million are to be approved

by the Chief, Division of Property Management and Acquisition, except during the fourth
quarter when approval is by the Assistant Secretary - Policy, Management and Budget.
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(4)  In excess of $1 Million are to be approved by the Assistant Secretary -
Policy, Management and Budget, except during the fourth quarter when approval is by the
Under Secretary.

All materials required by 365 DM Part 1.6, 1.7, 1.9 and this supplement shall

be prepared and forwarded by the servicing contracting officer and line official to the
Division of Contracting and Grants Administration (central office) for initial review when
signature is above the level of the chief of the contract office.

2.3 Responsibilities.

A. The Deputy Commissioner of Indian Affairs is responsible for coordinating the
contro! procedures of the program, budget, contracting, and personnel offices.

B. The program manager is responsible for:
1) Planning and Identification. The program manager is responsible for

identification of requirements for Advisory and Assistance Services as early as possible.
Two such advance planning opportunities are as follow.

@) Budget cycle. Requirements for Advisory and Assistance
Services that are anticipated to exceed $25,000 are to be planned 2 years in advance of
requirement (per 365 DM 1.2E). e

(b) Advance Acquisition Plans. Requirements for Advisory and
Assistance Services, regardless of amount, must be submitted to the contracting officer prior
to the beginning of the Fiscal Year.

?) Preaward Support. The program manager is responsible for --

@) Developing a detailed statement of work and the Determination
to Contract for Advisory and Assistance Services in accordance with 365 DM 1.6A(2). The
requirements for the development of the statement of work and establishment of payment
provisions and prior approval by the contracting officer are applicable even though the
Bureau may be entering into an Interagency Agreement to obtain the Advisory and Assistance
Services (see 365 DM 1.3B).

(b) Nominating a contracting officer’s representative (COR) with

sufficient knowledge and skills to competently perform the technical contract administration
duties.
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?3) Postaward Support. Upon completion of the contract, the program
manager is responsible for preparing the Notification of Completion per 365 DM 1.8 and

submitting it to the contracting officer within 30 days after completion.
C. The contracting officer’s representative is responsible for:

(1) Contract Administration. The appointed COR is responsible for
performing (in a proper manner) those technical contract administration duties identified in
365 DM 1.6C as delegated to him/her by the Contracting Officer. The COR must have an
intimate knowledge of the contract requirements and all materials required by 365 DM Part
1.6, 1.7, 1.9 and this supplement and shall have the technical expertise necessary to assess
the contractor’s performance and recommend acceptance or rejection of the deliverables.

D. The contracting officer is responsible for:

0)) Planning and Technical Assistance and Advice. The contracting officer
is the chief contact for the program manager to seek a determination as to whether a
proposed requirement falls within the definition of Advisory and Assistance Services. The
contracting officer is responsible for providing program managers with assistance and advice
regarding matters such as the need for an Advance Acquisition Plan, the scope and detail
necessary in the statement of work, development or evaluation criteria, etc.

2) Preaward Support. The contracting officer has primary responsibility
for reviewing the Determinations to Contract for Advisory and Assistance Services for
conformance to 365 DM, concurring with valid, properly documented determinations and
forwarding the determinations through the area office senior contract specialist to the
Division of Contracting and Grants Administration. The contracting officer is responsible
for rejecting improper and/or deficient determinations. The contracting officer is also
responsible for reviewing and approving statements of work and payment provisions
contained in Interagency Agreements even though the Advisory and Assistance Services are
obtained through another government agency.

(3)  Contract Award. The contracting officer is responsible for awarding a
contract in accordance with the FAR, other applicable regulations, and within their warrant
authority. The contracting officer is responsible for ensuring that Advisory and Assistance
Services contracts contain provisions that allow the Government to adequately monitor and
administer the contract.

“) Contract Administration and Reporting. The contracting officer is
responsible for complying with reporting and verification requirements as stated in this
supplement. The contracting officer is responsible for insuring that CAAS actions are
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correctly coded as Advisory and Assistance Services when awards are reported to the Interior
Procurement Data System (IPDS). For actions over $25,000, this information is Block 26 of
the DI-1940, Individual Contract Action Report (ICAR). Actions are coded as Advisory and
Assistance Services if the contracting officer has determined that the OMB Circular A-120
applies, whether or not the action is exempt from the approval process. The contracting
officer is responsible for the form’s accuracy and forwarding two copies of the signed form
and Request for Approval to the Division of Contracting and Grants Administration within 5
days after contract/modification award. One copy of the signed form must be retained in the
official contract file.

o) Oversight. Contracting Officers reviewing contract operations are
responsible for performing detailed reviews (e.g. Acquisition Management Reviews) of all
contracts for Advisory and Assistance Services and reporting deficiencies accordingly.

E. The Division of Contracting and Grants Administration is the management
control point for Advisory and Assistance Services, anc has the following responsibilities:

(1) Planning. The Division of Contracting and Grants Administration is
responsible for verifying the projected list of Advisory and Assistance Services projects
compiled by the Budget Officer prior to the budget data being sent to the Department.

) Preaward Support. The Division of Contracting and Grants
Administration is responsible for reviewing and-concurring (if appropriate) with
Determinations to Contract for Advisory and Assistance Services. The division is
responsible for forwarding subject requests for higher level review and approval in
accordance with the approval levels identified in 365 DM 1, Appendix 1.

3) Reports, Verifications and Reconciliations. The Division of
Contracting and Grants Administration is responsible for forwarding copies of
determinations, signed at the Bureau level, along with a signed hard copy of the ICAR as
reported to the Interior Procurement Data system, to the Department within 10 days of
contract/modification award (per 365 DM 1.2E). The division is also responsible for
forwarding written reports to the Department; receiving and coordinating responses to the
Department based on reconciliations performed by the Budget office and verifications made
by the area contracting offices.

“) Oversight. The Division of Contracting and Grants Administration is
responsible for reviewing reports (e.g., Acquisition Management Review) relative to
Advisory and Assistance Services contracts, identifying deficiencies, and implementing
‘corrective action(s) as necessary.
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E. The budget officer is responsible for:

)] Planning. The budget officer is responsible for requesting and
compiling budget projections which include a special line item for Advisory and Assistance
Services; coordinating these projected requirements through the Division of Contracting and
Grants Administration.

2) Reports, Verifications and Reconciliations. The budget officer is
responsible for reconciling contract awards for Advisory and Assistance Services with budget
projections and reporting such reconciliation to the Division of Contracting and Grants
Administration within the prescribed deadlines.

F. The Bureau of Indian Affairs Personnel Officer is responsible for providing
any necessary instructions for obtaining advisory and assistance services by personnel
appointment in accordance with 370 DM 304 and for compliance with required personnel
data file reports.
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U.S. Department of the Interior
Bureau of Indian Affairs

CONCEPTUAL STRUCTURE FOR CONTROLLING AND BALANCING
CONTRACTOR SUPPORT SERVICES WHEN CONTRACTING FOR
ADVISORY AND ASSISTANCE SERVICES

The following model meets the intent and requirement of Supplement 18 for control systems
which ensure:

(1)  Appropriate requirements reviews for the cited services.
()] In-house/contractor balance and control of professional support resources.

Requirements for the cited services, regardless of dollar value, shall be reviewed generally as
outlined below.

A. Requirements Determination. The decision to zcquire the cited services through the
services of a contractor is reached through a series of considerations. First, the requiring
program manager determines that the work will not be done within the office. In
determining means for accomplishing the required tasks, the program manager must balance
current and projected workload against resources available from within the Bureau and the
Department, and from potential contractors.

B. Determination Review. A program manager’s determination to accomplish work for
the cited services is initially reviewed by a higher level authority which includes the
examination of:

(1)  Justification for use of contractor-provided advisory and assistance services as
provided in Illustration 2, of this supplement as part of the Acquisition Request (AR).

) Statement of Work (SOW) and AR to ensure that it is clear, explicit, and
specific as to deliverables.

(3)  The potential for organizational or personal conflict of interest by the proposed
contract.

C. Approvals. Bureau initiators of Determinations to Contract for Advisory and
Assistance Services shall obtain approval/disapproval in accordance with item D. (Schematic
Summary).

D. Schematic Summary. The following flow chart summarizes the procedural model for
controlling and balancing contractor support services for advisory and assistance services in
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SCHEMATIC SUMMARY

19 BIAM Supp. 18
Ilustration 1
Page 2 of 2 pages

APPROVAL LEVELS FOR ADVISORY AND ASSISTANCE SERVICES

QUARTERS 1, 2, AND 3 OF FY

Acquisition Requests Concurrence Approving Official
and Purchase Orders
UNDER $25,000:
Program Manager N/A Chief of Contract Office

OVER $25,000 UNDER $100,000:
Program Manager
Chief of Contract Office

Chief, Division of
Contracting and Grants
Administration

Deputy Commissioner
of Indian Affairs

OVER $100,000 UNDER $1M:
Program Manager
Chief of Cortract Office

Deputy Commissioner
of Indian Affairs

Chief, Division of Property
Management and Acquisition

OVER $1 MILLION:
Program Manager
Chief of Contract Office

Chief, Division of
Property Management and
Acquisition

Assistant Secretary -
Policy, Management and
Budget

APPROVAL LEVELS FOR ADVISORY AND ASSISTANCE SERVICES

QUARTER 4 OF FY

Acquisition Requests
and Purchase Orders

UNDER $25,000:
Program Manager
Chief of Contract Office

Concurrence

Chief, Division of
Contracting & Grants
Administration

Approving Official

Deputy Commissioner
of Indian Affairs

OVER $25,000 UNDER $100,000:
Program Manager
Chief of Contract Office

Deputy Commissioner
of Indian Affairs

Chief, Division of Property
Management and Acquisition

OVER $100,000 UNDER $1M:
Program Manager
Chief of Contract Office

Chief, Division of
Property Management and
Acquisition

Assistant Secretary -
Policy, Management and
Budget

OVER $1 MILLION:
Program Manager
Chief of Contract Office

Assistant Secretary -
Policy, Management and
Budget

UNDER SECRETARY
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U.S. Department of the Interior
Bureau of Indian Affairs

DETERMINATION TO
CONTRACT FOR ADVISORY AND ASSISTANCE SERVICES

Part I (to be completed by requisitioning office)

Instructions. Before completing and submitting this material, the initiator and Contracting
Officer should review 365 DM Parts 1.6, 1.7, and 1.9 and this Supplement to make sure that
all substantive and procedural requirements have been met.

This Determination is to be completed in this format by the program initiator and used as
part of the Acquisition Request (AR) when advis